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DISPLAY DOCUMENT — FB03

This transaction is used to view posted
documents.

You may also use this transaction to find
document numbers for posted documents.

AASIS Support Center 5-2
Revised September, 2005
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g 20 B Ie@ae SHE E
Display Document: Initial Screen
Ii Documentlist”“ First itern ||§ Editing 0pti0ns|

SRR R v L

Dacument Number 18001134
Company Code BRE

Reference no.

Fiscal Year 2005

Type in Document number or Reference number
to view document.

Press enter or click Green Check.

AASIS Support Center 5-3
Revised September, 2005
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1 Qee SHE H0L0 AR @
Display Document: Initial Screen
Ii Ducumentlist”“ Firstitem”@ Editing 0pti0ns|

Reference no.
Company Code
Fiscal Year

If the document number is not known, or you wish to find specific
types of documents, or all documents on a specific date, click
Document List button.

AASIS Support Center 5-4
Revised September, 2005

Use the Document List to search for documents using different criteria.
The Document List is a versatile and valuable tool.
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1 e i 3 N ez L2/ L

General selections Enter criteria for the document

Daocument type ta . .
Posting date o you wish to find.
Entry date ta E
Reference numhber to

Reference procedure ta

Referance key ta

Logical system

Also display noted iterns
[] Display noted items

Search for own documents

[] Own documents only

[» | FBO3 &l sapgas

AASIS Support Center 5-5
Revised September, 2005

You may enter a document type, a posting date or range of dates, etc.

NOTE: Since the posting date keyed may not be the same as the entry date, use the entry date field to
see all documents entered on a given date.

Click on the Dynamic selection icon to further identify your search for a document.
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Program  Edit Goto

(V] 390 @ SHE STON BE @0
Document List
=
Wk} Dynamic selections
= ‘=3 Document header Dacument header
Document type Document type
Document Date Document Date

Pasting Date

. FPosting Period
Posting Period

Bty i Entry date
Changed on Username
Translation date =
User name =]
Company code ARKE to E
Dacument numhber to E
Fiscal vear 2005 to E
General selections
Document type DR to E
Posting date to E
Entry date to E
Reference number to E
Reference transaction to E
Reference key to E
AASIS Support Center 5-6

Revised September, 2005

To search by user name, enter the user’s logon name.
After further search criteria is entered, green arrow back to previous screen.
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S 62T A R | E R R o

Document List

o/ ol

Execute.

General selections

Daocument type E‘E
Fosting date ta E‘E
Entry date ta E‘E
Reference numkber to E‘E
Reference procedure ta E‘E
Referance key ta E‘E

o

Logical system

Also display noted items

[] Display noted items

Search for own documents

[] Own documents only

AASIS Support Center 5-7
Revised September, 2005
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Document  Edit  Goto

Help

DPONIEE @

Document Overview
&2 44 r N E T EF B[ [ chose [@sae TF[E & EH H Taxdata

[[10]

Doc.type : DR { Customer inwoice ) MWormal document

Doc. number 180681134 Company code LRE Fiscal vear 20083
Doc. date A3¢/28/2003 Posting date A3/28/2003 Period o4
Doc . currency UsD

Itm|PK| Account Account short text B4 Fund Amount |Cost ctr| Text
1|01|60AE0O0O56 [Anything Goes Restat|O61A 106. 64
2|50 4048003000 [Sale Surplus Prop 0610 | HSCE161 180.81-[383211
3|50|2120002000 (Sales Tax AP 5.13-
4150|2120002000 (Sales Tax AP 1.008-
5|50]2120002000 (Sales Tax AP 0.50-

Double click on a line to view individually.

[«IvE

]l i
| [> | FBOZ sapgas | INS

AASIS Support Center 5-8
Revised September, 2005
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RN B s S I 7 Wz 2

Dispiay Document: Line item 001

3 2=l Green arrow back.
i | -saaaa _1139991999

_1 aoeE1134

Line Itern 1 § Invoice [ 01

Armount

Tax code 51

Click buttons to view each line item

Additional details

Bus. area gG1a

Disc. base 106 . 64 Disc. amount  B.00 LISD

Fayt terms T30 Daysipercent 30 0.0 % 0 0.0080 % @
Bline date 0342872003 Invaice ref. ) e

Pmnt hlock

Fayment ref.

Dunn. block Dunning key
Last dunned e Dunning area
Assignment 18001134

AASIS Support Center 5-9
Revised September, 2005
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Document  Edit Goto  Settings 1 Help
2 < | @ Taxdata Shift+F &
Document changes

2 EE @ m

Document Overview - -
Check information

&2 40l &F B EE 8 5 [E B Taxdata | [
Doc.type : DR ( Customer invoice ) WNC  cCorrespondence i
Doc. number 18001134 Comps . year 2003
Doc. date 04/01/2003 HEer| BRericinalidocament 10
Doc . currency UsD Accounting documents
Balance sheet adjust t
Additional assignments .
Itm|PE| Account fccount short text o T RN Cost ctr|Text
N
1]01| 998061004 |Dept. of Sparkling ™| OG10 213,26
2|50| 4048003000 [5ale Surplus Prop A6168 (HSCE1 81 200.01- 3810
3|50| 2120002000 ) 5ales Tax AP 108, 25-
4150| 2120002000 ) 5ales Tax AP 2.0808-
5|50| 2120002000 ) 5ales Tax AP 1.0808- \
N
To view accounting documents, click Environment on the Menu bar
and select.
A ][ ][ [[«][]
[ > | FEOZ sapgas | NS
AASIS Support Center 5-10

Revised September, 2005
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Edit

Help

Toaon HEE @D

Document Goto

Document Overview
G214 4 r & T 2| F B @ |E choose [[B save T [E@ 3 E B Taxdata

Doc . type
Doc. numb Fiscal wear 20083
Doc. date |pocuments in Sccounting J2003 Feriod 10
Doc.curre
—— |Document category Document nf Ar
Spec. purpose ledger 1000005604
Itm|PK| ABC |Cost accounting doc. 100005104 Amount |Cost ctr| Text
Funds HManagement doc 1000002684
101|993 213. 26
2|50( 404 200.01- 1383210
3lsof212 10.25-
4150(212 2.08-
5l50(212 1.08-
Select which you would like to view and click.
w? & original document | 53| 38
| > | FeD3 sapgas | NS
AASIS Support Center 5-11

Revised September, 2005




An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

Edit

Docurment Goto

term  Help

@ CHE ahan BE @D

Document Overview
G244 E T ETF 3R Choose  [G Save TF (B &

Tax data

Doc.type © DR { Customer inwoice ) Mormal docume ;
Doc. number 18001134 Company code & Fiscal year 26003
Doc. date g4/01 /2003 Posting date 048] /2003 Feriod 10

Doc . currency UsD

Itm|PK| Account Account short text B4 Fund Cost ctr|Text

1107998061004 |Dept. of Sparkling %0610
2|50| 4048003000 | 5ale Surplus FProp O5610 | HSCE1 61 383210
3|50| 2120002000 | Sales Tax AP
4150 2120002000 | 5ales Tax AP
5[50 2120002000 |5a1es Tax AP \
AN

Upon completion of view, click to exit display.

N

<]l [«][>]
| > [ FBO3 sapgas | INS

AASIS Support Center 5-12
Revised September, 2005
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DISPLAY DOCUMENT — FB03

This transaction can also be used to locate
checks received or other posted documents
using the reference field.

AASIS Support Center 5-13
Revised September, 2005
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| (2] | @ O
Dispiay Document: Initial Screen

st|| 14 Firstitern || &2 Editing options |

Document number
Campany code
Fiscal year

AASIS Support Center 5-14
Revised September, 2005

If Document display using....Reference no. is not on your screen — select the Editing options button.

14
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3ldEH Ea@ DB S nas BE @M
Accounting Editing Options

Doc.display |

[T410]

Display from dacument archive

Giuery hefore archive search
Currency conversion when docmnts read from archive
Search strategy
Single document search il e earch according to archive index until hit appears

Line layout variants for document display CI|Ck bOX and save.

Document display /
Dispm

eference no.

Additianal display options Message will appear, green arrow
[] Document display not as list baCk tO |n|t|a| screen

[] Display cross-company code transactio

N

@The options were entered in the user master record [ IFEIDD sapgas | IME

AASIS Support Center 5-15
Revised September, 2005
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Z| 00 a0 Hc@e CHE ODLON BEIRE

Dispiay Document: Initial Screen

@l List| |14 Firstitern || & Editing options |

Document number Reference no.

Campany code
Fiscal year

To locate by check number, enter the check number,

press enter.

AASIS Support Center
Revised September, 2005

If more than one document contains the same reference information you will receive a Pop-up box with
the message “Several documents exist for the selection criteria”. Press enter or click the green check.

A list of the documents with the reference number will be displayed. Double click on the individual
documents to view detail.

16
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Document  Edit Enviranmment 3 (=1 O [=1]4]

CCe DHE DONOAD OE @

4 ©

Document Overview
G2 144 & T E TS [ choose | @ save T E & E E Tadata

Doc.type : DZ ( Customer payment ) Mormal document

Doc. number 140001168 Company code LRK Fiscal wear 2003
L b bl 20103 Posting date 04/24/2003 Period 10
Ref . doc. 12

Doc head.text CUSTOMER PAYMENT

[T410]

Itm|PE|Account Account short text BA& Fund Amount |Cost ctr| Text
1401000900002 (CJ P&T 0900 # Q02 agaa 23.00 40483025000
2|15(998061020 |Dept. of Labor Stants| 0908 |HGAQTEO 23.00- (443642 4048025000

Line items posted to the ref. doc. will be displayed.

[

K1} 0]
| [> | FBO3 sapgas | INS
AASIS Support Center 5-17

Revised September, 2005

If a customer payment is located that has been misapplied or deposited incorrectly, contact the AASIS
Support Center for assistance.

17
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CHANGE DOCUMENT - FB02

This transaction is used to change a
document. Changes may only be made to
text and assignment fields.

Accounting information cannot be changed.

AASIS Support Center 5-18
Revised September, 2005

18
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Change Documerd: Initial Screen

EE ] ) O

14 [Eirstitem ||§ Editing optionsl

Document nurmkbe
Company code
Fiscal year

AASIS Support Center
Revised September, 2005

fleoat134
ARK
2003

Type in Document number to change.

Click to see first line item.

ARIP — Accounts Receivable Invoice Processing

19
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i R B e s N N v N P RN L

Change Document: Line ltem 001

_1 140081000
_1 2001134

Line ltern 1§ Invaice 7 01
Armount 213 .26
Tax code 51

(W I=Tmt

Click to go to next item.

Additional details

Bus. area gG1a

Disc. base 213.26 Disc. amount  ©.00 UsD
Payt tarms [“T39@ Daysipercent 20 E %
Bline date o4/01 /2003 Invoice ref. ! !

Pmnt hlock

Faviment ref.
Dunn. block Dunning key

Last dunned Dunning area
Assignment 18001134

The fields available for change are in red.
Make desired change.

AASIS Support Center 5-20
Revised September, 2005
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i R B e s N N v N P RN L

Change Document: Line ltem 002

@B B = ore sata

404509QE0E
‘Companycode  ARK |

Line ltern 2 f Credit entry 7 50 y Click to add Header data.
Amount 200 .01 UsSD

Tax code 51
8411903281

18001134

Jurigdict. code

Additional account assignments

Zostcenter 383210 Business area
Fund HSCE1 61 Order

WHBS element

TF Fund

Assignment 20030401

Text
Make desired change.

AASIS Support Center 5-21
Revised September, 2005
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Change Document: Line ltem 002

Armount
Tax code
Jurigdict. code

Zostcenter
Fund
WHBS element

Trading part BA
Assignment
Text

AASIS Support Center
Revised September, 2005

22
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Change Document: L ine jterm N

5 SRS N e s I - S g Pz L L

ARIP — Accounts Receivable Invoice Processing

Click to save changes.

_4948883999

Line |

tern 2§ Credit entry £ 50

Armount 200 .01
Tax code 51
Jurisdict. code 04119603261

Additional account assignments

Text

Zostcenter 383210
Fund HSCE1 61
WWHS element

Trading part.BA

Assignment 20030401

Business area g610
Qrder

TP Fund

18001134

[> | FBOZ2 [*2l | sapgas | INS
S

AASIS Support Center
Revised September, 2005

5-23
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REVERSE DOCUMENT — FBO08

This transaction is used to reverse a

document created in error.

AASIS Support Center
Revised September, 2005

24
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] =R S S S e e B B 73 ez 2

Reverse Document: Header Data

|6%§ Display hefare reversal ||i Find documents |

_1 aneE1134

‘Companycode | ARK
-2993

Reversal reason
Fosting date
Fosting period

Yoid reason code

AASIS Support Center
Revised September, 2005

Type in Document no. to reverse.

Type in Reversal reason or select
possible entries icon for reason.

25
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i R B e s N N v N P RN L

Reverse Documeni: Header Data

|6%53 Display before reversal | Find documents |

_1 aneE1134
-2883

Reverse posting details

Reverzal reason
Fosting date
Fosting period

Check management specifications
Yoid reason code

Restrictions

Select 01 or 02 only.

Reversal in current periid/

Reversal in closed period
Actual reversal in current period
Actual reversal in closed period
Accrualideferral posting

Not currently used by
AASIS.

Highlight and double click reason.

5 Entries found

AASIS Support Center
Revised September, 2005

26
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IR ARl - N g e L R L

Reverse Documeni: Header Data

Sy Displagpefore reversal | [l Find docurnents

Reverzal reason
Fosting date
Fosting period

AASIS Support Center
Revised September, 2005

REVERSAL REASONS:

01 — Reversal in current period — DO NOT enter a posting date. The posting date of the original

document will default.

02 — Reversal from a prior month — enter the current date as the posting date.

27
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Edit

Docurment Goto

Help

LDoaon FEE @0

Document Overview

2 44 ST EE S [ Choose | [Ga Save TF [E & EN Taxdata | [EH

\ [+
Doc.type © DR { Customer inwoice ) Mormal ddgument L
Doc. number 18001134 Company code ARK Fiscal year 26003
Doc. date g4/01/2003 Posting date g4/01/2003 Feriod 10
Doc . currency UsD
Itm|PK| Account Account short text B4 Fund ‘\ Amount |Cost ctr| Text
1107998061004 |Dept. of Sparkling %0610 213 .26
2|50| 4048003000 | 5ale Surplus FProp O5610 | HSCE1 61 200 .01- 383210
3|50| 2120002000 | Sales Tax AP 108, 25-
4150 2120002000 | 5ales Tax AP 2.00-
5[50 2120002000 |5a1es Tax AP 1.00-
Review, then click to return to previous
screen to post.
| [«][»]

| > [ FBO3 sapgas | INS

AASIS Support Center 5-28
Revised September, 2005




An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

EE ] ) O

Reverse Document: Header|Pos

|6%53 Display before reversal ||i Find documents |

Click to post.

_Il 201134
-2983

Reverzal reason
Fosting date
Fosting period

Woid reason code

AASIS Support Center 5-29
Revised September, 2005
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0 A AN | EE ) R O

Reverse Documeni: Header Data

|6%53 Display before reversal ||i Find documents |

Reverzal reason
Fosting date
Fosting period

AASIS Support Center
Revised September, 2005

Document posted. Now do transaction FBO3 to display posting.

7 [ =

30
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Edit termn

Document

afting 3 = Environment Help

Bla U eEae DHE OTmoas EE @D
Document Overview

EZ A E T EF B [ choose [T Save T [E) &Y

Tax data

N

Doc.type : DR ( Customer invoice ) Mormal document

Doc. number 180061137 Company code LRE Fiscal wear 2003
Doc. date 04/01/2083 Fosting date 04/01/2083 Feriod 10
Doc.currency  USD rm 18001134/ 2003

Itm|PE|Account Account short text BA& Fund Amount |Cost ctr| Text
1(12]9980617004 [(Dept. of Sparkling ™| 0610 213 .26-
2(40] 40483003000 (5ale Surplus Prop 0610 |HSCE1 @1 280.01 |383210
240 2120002000 (5ales Tax AP 10.25
4140( 2120002000 |5aTes Tax AP 2.00
5|40( 2120002000 |5aTles Tax AP 1.00

Posting has been reversed.

[+

Alle]l [ | ER(S|

| > [ FBO3 sapgas | OVR

AASIS Support Center 5-31
Revised September, 2005

You may toggle between the original document and the reversal document by clicking on Rev. doc. For
or Rev. doc. by.

31
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RESET CLEARED ITEMS - FBRA

Transaction FBRA is used if a customer document

that has already been cleared needs to be

reversed. The cleared item must first be reset by

completing this transaction before the reversal

(transaction FB08) of the original document can

be completed.

AASIS Support Center
Revised September, 2005

32
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EE] ) & o

Reset Cieared items

| Accounts || lterns || Accompanying corrsp. |

Enter Clearing document number
and Fiscal year.

AASIS Support Center 5-33
Revised September, 2005

transaction FBL5N — Customer Line ltem Display can be used to locate the clearing document number.

33
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List Edit Goto

Enviranment Help
B A H @G SHE hoan FEE @D
Customer Line itern Dispiay

4 4] M| o2 2o E | B &

H | G [ choose | [ save | | B 35 & = | H

Customer 600000001 =

oot st e Locate the Clrng. doc. number. =

Mame Larry Leisurely -

City EUREKS SPRIMGS
5t | A=signment [oc. no. Ty|Doc. date (S|DD Amt in loc.cur. [LCurr|Clrng docI Text

C B | 18000018 18e086818 DR| O5/05/ 2002 2908 (UsD

; B 18000019 180006149 DR|OS/B5 /2002 2900 |UsD

L B 1800002 14000187 DZ|@O3/31 /2002 29.00- |UsD 4031090080

- B 18000371 18000373 DR|OG/E1 f2082 89 .50 |USD bogency Accounts Re

C B (18000744 18000744 DRl OF /032002 8.73 |UsD

R - | 185 .23 |USD I

C @ 01Beeza3 1EE0293 LE|O4/23/2003 2900 |UsD 1006829

; @ 01Beez293 1EE0293 LE|O4/23/2003 29.00- |UsD 1060829

L @ | 0100E293 1000294 LE| 042372003 2908 (UsD 160829

L @ 01Beez293 1EE0294 LE|O4/23/2003 29.00- |UsD 10608294

L @ (14800013 140000613 DZ| D6/ 30/ 2002 5,080 . 00- [USD

- @ (18000339 18000339 DR|O4/29/2002 5,080 .08 [USD Testing data

]l i

| [ | FBLSN [l | sapgas | INS
AASIS Support Center 5-34

Revised September, 2005
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Reset Cleared ltems

| Accounts || Items || Accompanying carrsp. |

_II 4000013
‘Company code | ARK |
-2992

AASIS Support Center
Revised September, 2005

Enter and save.

ARIP — Accounts Receivable Invoice Processing

B 2] &

g

35
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Reset Cleared items

|Accounts || Items ||Accompanving COMSH. |

Pop-up box will appear, click
Resetting and reverse.

AASIS Support Center 5-36
Revised September, 2005
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Reset Cleared ltems

| Accounts || Items || Accompanying carrsp. |

Another Pop-up box will appear, choose Reversal
reason from possible entries icon and enter Posting
date, click green check or press enter.

AASIS Support Center 5-37
Revised September, 2005
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Reset Cleared ltems

| Accounts || Items || Accompanying carrsp. |

Message will appear that clearing was reset,
click green check or press enter.

AASIS Support Center 5-38
Revised September, 2005
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G (B0 1 () (O

Reset Cleared ltems

| Accounts || Items || Accompanying carrsp. |

Message that document posted will appear.

AASIS Support Center 5-39
Revised September, 2005
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term

List Edit

it Environment Help
zlaH @@ DHEB Ohan FE @0
Customer Line item Dispilay

4P M| s 2B LORE| FAED|ERB| R Bchose @sae | B %5 M| B

Customer 600000001 =
Company code LRK K . I
_ Return to FBLSN to review posting. -
Mame Larry Leisurely -
City EUREES SPRINGS
5t |Assignment Doc.no. Ty|Doc. date [5|DD Amt in loc.cur. |LCurr|Clrng doc. | Text
It B 18000019 180006149 DR|OS/B5 /2002 2900 |UsD
; B 1800002 14000187 DZ|@O3/31 /2002 29.00- |UsD 4031090080
L B | 180083349 180083349 DR 04/29/ 2002 5,000,008 (USD Testing data
- B 18000371 18000373 DR|OG/E1 /2002 89 .50 |UsSD bogency Accounts Re
C B (18000744 18000744 DRl OF /B3 /2002 8.73 |UsD
R - | 5,185.23 [UsSD
C @ 01Beeza3 1EE0293 LE|O4/23/2003 2900 |UsD 10608294
C @ 01Beeza3 1EE0293 LE|O4/23/2003 29.00- |UsD 1088294
C @ 01Beez293 1EE0294 LE|O4/23/2003 29.00- |UsD 10608294
; @ 01Beeza3 1EE0294 LE|O4/23/2003 2900 |UsD 1088294
L S| 14000013 140080813 DZ|06/30/2002 5,080 . 00- (USD 140808112
C @ (14800013 14000112 DZ| 06/ 30/ 2002 5,080 .08 [USD 14088112
-
<[ ][ |[«][r]
| [ | FBELSN [ | sapnas | INS
AASIS Support Center 5-40

Revised September, 2005
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PROCESSES FOR REDUCING
DATA ENTRY

There are functions within Accounts Receivable
that can reduce data entry:

» Entering a customer invoice with a reference
» Creating an account assignment template

AASIS Support Center
Revised September, 2005

- 41
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CUSTOMER INVOICE WITH REVERENCE
Transaction FB70

Transaction FB70 is used to post a customer invoice with
reference. The following example is entering a customer
invoice with a reference.

AASIS Support Center 5-42
Revised September, 2005

Data entry can be reduced by using a reference invoice when
multiple customers will be billed using the same GL (Revenue)
line(s).

42
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Shift+F 3 =0 = e e e % N N e N ez 62 B L
F3

Basic data

‘ From the Menu bar, click Goto
and select Post with reference.

Custormer

Invoice date

FPosting date Q372003
Reference

Cross-CC no.

Armount usn [ ©alculate tax
Tax amount =)
Text

Company code ARK State of Arkansas Little Rock

ltems (Mo entry variant selected)

St...|GiL acct Short text D Doc.currency amount |Cost center |Fund Assignment no.
— LA LA A Flersl =
Cred.
Cred..
Cred ..
[> | FB70 PS5
AASIS Support Center 5-43

Revised September, 2005

In transaction FB70 go to the Menu Bar, click Goto and select Post
with reference.
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| 00 aliHIcO@ CHE DO PRI E

Post Document: Header Data

Reference
Document number 18001131]
Company code LRE

Fiscal year 208083

Type in the referenced document number,
press enter.

Flowy control

[[] Generate reverse posting

[] Enter GIL account items

[] Do not propose amounts

[] Recalculate days and percentages
[] Displayline items

[] Copytexts

[] Transfer functional area

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center 5-44
Revised September, 2005

Type the referenced document number and press Enter.
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| 00 aliHIcO@ CHE DO PRI E

Post Document: Header Data

p3/06/2003 o) DR ARK |
03/06/2003 | 9 | uso |
Documentnumber Translaiondte

Reference  CressCecm.

At this point you can make any necessary changes to the referenced
document. We are going to change the customer number and amount
in this document.

PStK\,r 1 JAccount 998061065 B, GilL Trans.type

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center 5-45
Revised September, 2005

Changes must be made to the Document date, Posting date and
Period if the reference document is from a prior fiscal period.

Data for the customer line is displayed at the bottom of the screen.
Posting key 01 will be the debit to the customer account.
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SUNIN = I 5 IR S e B e B B 73 ez 7

Post Document: Header Data

03/06/2003 | 9 | ]

Enter new customer number in the Account field or
select from possible entries icon to select. Press

enter or click the green check.

Pstky -Account 6O000AARE] _GIL .Trans.type

AASIS Support Center 5-46
Revised September, 2005

Change Customer Number in the Account field and press Enter.
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_83."85."2993
_83."85."2993

Items in document currency
PK Bush Acoct usp Amount
aE1 01 B610 D6OAAC0EO0E Serendipity Amuseme 160,00

602 50 @610 4047099008 Misc Revenue 159_99—\

Double click on the first line item.

Tax amnt

b 150.00 C 150.00 2 Line iterns

Other line item
Psthdy | @count Sp.GIL Trans type Mewr co.code

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center 5-47
Revised September, 2005

To make changes as needed to the Customer line item information,
double click on the first line item.
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| J) Maore data ||Act assgnmt model.. | | GiL itemn fast entry | | Tax amounts |

_EEIEIEIEIBBBS

ltem 1§ Invoice 701

Armount floo. oo }

ARIP — Accounts Receivable Invoice Processing

| 0 aliBe@e DHE anon AR @@

Post Document: Correct Customer item

11300681080

Tax code

Bus. area el Re]

Pavyt terrms NT30

Bline date 03/06/ 2003 Disc. amoaount
Disc. base 100. 80 Invaice ref.
Pmnt hlock Prmnt method

Fayment ref.
Assighment 18001131
Text Fent

Update the line item information, e.g.,
change amount and Discount Base.

Frmnt meth.supl.

i

Mext line iterm

Account

uuuuu

T

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center
Revised September, 2005

5-48

Update or change the line item information. In this example,
change the Amount and the Discount Base Amount.

Note:

ALWAYS remove the previous Assignment Number.
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| 0 B Ico@ CHE DDON PR @@

Post Document: Correct Customer item

g | J) Maore data ||Act assgnmt model.. | | GiL itemn fast entry | | Tax amounts |

GOEAEORAS

ltem 1§ Invoice 701
100,80

Armount

11300601000

After change is made, click
document overview.

Bus. area el Re]

Fayt terms NT30

Bline date 03/06/2003 Disc. amoaount
Disc. base 100. 80 Invaice ref.
Pmnt hlock Prmnt method

Favment ref.
Assighment
Text

Mext line iterm

Account

! !

Frmnt meth.supl.

Mew co.code

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center
Revised September, 2005

5-49

After changes have been made, and the Previous Assignment
Number has been removed, click the Document Overview Icon.
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_83."85."2993
_83."85."2993

Items in document currency
PK Bush Acoct

aE1 01 B610 D6OAAC0EO0E Serendipity Amuseme

OA2 50 G610 4047099008 Misc Revenue

O 100,00 C 150.00

Other line item
Account

Double click second line item.

2 Line iterms

Trans type Mewr co.code

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center
Revised September, 2005

5-50

Double click the second line item to make any needed changes to
the Revenue line item information.
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RN B s S I 7 Wz 2

Post Document: Correct G/L account item

J) Maore data ||Act assgnmt model.. | | GiL itemn fast entry | | Tax amounts |

_494?899999

Itern 2 ¥ Credit entry £ 50
Armount

USD Change amount.

[ calculate tax
[ wwio cash disc.

Zostcenter 38321 Business area o610
Fund HSCH101 Order
WBS element

TP Fund

Trading part.BA
Assighment 20030306
Text

|

Mext line iterm

Account Mew co.code

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center 5-51
Revised September, 2005

Change the amount.
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&L170890a0

S e —~_ | After change is made, click
Arnount joo.ag UsD d t q
[ Calculate tax ocument overview.
[ wwio cash disc.
Zostcenter 38321 Business area o610
Fund HSCE1 61 Qrder
WBS element
TP Fund
Trading part.BA
Assighment 20030306
Text g
Mext line iterm
Account Mew co.code

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center 5-52
Revised September, 2005

After all changes are made, click the overview icon.
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_83."85."2993
_83."85."2993

Items in document currency
PK Bush Acoct

aE1 01 B610 D6OAAC0EO0E Serendipity Amuseme 100 . 0N

OA2 50 G610 4047099008 Misc Revenue 100.00-

Tax amnt

When document is in balance,
click to post.

O 100,00 C 10000 2 Line iterns

Other line item
@count Sp.GIL Trans type Mewr co.code

[> | FBR2 [E]| sapgas | OR
S

AASIS Support Center 5-53
Revised September, 2005

When changes have been made and the document is in balance,
click the Post Icon.
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g, 2 3liB @@ il nnoan BE @

Post Document: Dispiay Overview

| Display currency || FPark document | | Act assgnmt model... || GIL item fast entr\-’”TaxeS |

_BB.’BBQBDB Iﬂﬂ nﬂm
_BB.’BBQBDB E Em
Iﬁ“ﬁiﬂn’ -2993 _03."95."2903

Iterms in document currency:
PE Bush Acct

gE1 @1 B610 QEOOEAOOEE Serendipity Amuseme 180,00

A02 50 G610 4047099000 Misc Revenue

D 100, 20

Other line iterm

Message will appear with document
number indicating document posted.

Press enter or click the green check.
> ] FBR2 sapgas | OWR

AASIS Support Center 5-54
Revised September, 2005

A message will appear with new document number indicating that
the document posted.
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CUSTOMER INVOICE
Account Assignment Model

Transaction FB70 is used to create an Account Assignment Model. Account
Assignment Models will hold the GL line posting data to be used for multiple
customer billings. The customer information must be entered each time an
assignment model is used.

AASIS Support Center 5-55
Revised September, 2005

You can save account assignment details entered in the data entry
area as a personal template.

Each time you choose the template, the same document details are
displayed.

You can change, add to, or delete the proposed data to meet your
requirements.
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Edit

=

Document Goto Settings  Environment Sy Help

00 eae SHE ahOoasn AR @
Customer invoice Enter

= Treeovn\ Park &% Hold.. [ Simulate  £3% Change leading company code.. | g7 Editing options

Transactn mt\ T =
Click. Bal. ©8.00 o0 .
Basicdata | Payment | Details | Tax | Motes |
Custamer
Customer 998061005 Sp.GIL |Address
Invoice date 0402/ 2003 | ~ ystemns
Posting date 04/02/2003 Complete steps as usual for
Reference H A A 1
Crose. GO . completlng Invoice.
Armount 25,00 s [ ©alculate tax
Tax amoaount |
Faymt terms 30 Days net | Ols
Baseline date 04 /02726003 Bank acct
Company code ARK State of Arkansas Little Rock Mot available
ltems (Mo entry variant selected)
=St |GiL acct Shaort text Drc Doc.currency amaunt |Sost center |Fund Assignment no. Text ’ﬁ' |
7 14047095000 Misc RevenuiGred. 25.00 (383210 HSCE101 Z
Cred. H Z

[> | FB7O sapgas | NS

AASIS Support Center
Revised September, 2005

5-56

To create an account assignment template, create a Customer

Invoice.
Click the Tree On Icon.
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Edit

=

Goto Settings  Environment Sy Help

Bla @ e@ae SAE aDhan BE @ m

Customer invoice Enter

Document

= Tree off Park &% Hold.. [#% Simulate  £2% Change leading company code... | g2 Editing options

Tree Cl Transactn | invaice T =
= [ Screen variants B 000 =
RE contracts a5 :
RE objects 5 Basicdata | Payment | Details | Tax | hotes |
RE settlement a5 Customer
Standard 1 o5l Customer 998061805 Sp.GIL Address
Standard 2 05} Inwoice date 04022003 Dept of Cao
SiEndart) & U3 Pasting date 04/02/ 2003 Bth Street
SIERCEE & Yl Reference LITTLE RO
< 3 Acct assignment templates 5 oF VSR
231JLDTRAI o7| “ross-tono.
231 TEMPJLD 07 IR e300 usp [ Calculate tax
DHSMAGSUB o7 i . .
EDSUPRILD os| | Display of existing account assignment m
IATJLD 07 .
BENT | | templates will appear. Bank acct
L= o - Mot available
SRCHPIGTRL o7
TRAIMNINETR o7
Z1 Held docurnents lterns (Mo entry variant selected)
. |GIL acct Short text Dic Daoc.currency amount (Cost center [Fund Assignnf
IV 4047099000 Wisc Reven_._Cr‘ed..E 25.00 383210 HSCE161 z
LU0l [ I«][v]
[> | FB7O sapgas | NS
AASIS Support Center 5-57

Revised September, 2005

Display of existing account assignment templates will appear.
Once your template is created, it will appear here.

Double click on your template and the previous document line
items will populate the data fields.
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Edit

Document Goto  Extl

Change company code

Enter Cus - e ARK
Screen variant 3
G] ‘5% Tree Acctassignment templates v Select account assignment ermplate Chrl+F7
Tree Select held document Clrl+F10 Save Account Assignment Template Clrl+F&
> 1 Screeny|  Delete Held Document Cirl+F11 Delete acct assgtemplate Cirl+F& Bal.  0.0@
= {3 Account
11 C Eic data h Payment k Detail k Tax k Motes
1cl Customer
11 REMTAL 0503504 L| Customer 998061005 Sp.GiL Address
28I 040224 C| Imoice date 09/29/2004 Feference DFA- Intergovernmental Se
33MAR 0419104 G| Pasting Date 09/29/2004 1515 Wiest Tth Streat, Roar
G D4HSEM4 G pocumenttype Gustomerinuoice LITTLE ROCK AR 72201
ALCOHOL 0171304 5 C1055-0C no USA
CHMS 01/05/04 8 :
DDRC Qiias | Amount 25.00 [ calculate tax
OTB TEST n9r24i04  cf Tacamount 8
HUAEDDPC 040804 5| Text 0l
Held documents : H
E Pamttet Qn the Menu bar, click Edit and select
Baseline .
campan ACCOUNE ASsignment Templates, Save Account
e, | Assignment Template.
1 ltems { Mo entrewariant selected )
=5t |GIL acct Shorttext |DIC Amount in doc.curr.  |Costcenter |Busi...|Fund Tax code |Order
o 4041050808 Training Fe . [Cred.. B 25.00 (383210 0610 HSCA1E1
=) Cred. &
AASIS Support Center 5-58

Revised September, 2005

On the Menu bar, click Edit and select Account Assignment
Templates and then click Save Account Assignment Template.
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Edit

= eftings  Environment

Diocurment Goto

e Help
A H eaa | DHE fDhOon ) EE ) @Dy
Customer invoice Enter

o Tree off Park | &% Hold.. [Ff% Simulate &% Change leading company code... | g2 Editing options

TEE C| Transactn | nvoice T %
<2 [ Scraen variants Bal a0 =
RE contracts 05 :
RE objects 05 Basic data k FPayment k Details k Tax k Motes
RE settliernent s CUSHIAES
Standard 1 o5l Customer 998061885 Sp.GIL Address
Standard 2 05)  Inwoice date 04/02/ 2003 Dept. of Cam
P K
Standard 3 050 Pasting date 04/02/2003 Gth Street
Standa ik, "8l Reference LITTLE ROCK
= {3 Acct assignment templates
7l ©ross-CCno. LISA
Usm [ calculate tax
Eil =
o
- Act azsttemp. Rent] K
& Type in a name for the Act. asst temp.
d .
Choose a name that is relevant to the
c . N
- | | process and is easy to locate again. iml
Z3 Hel t . g
Caontinue || Cancel ] C“Ck Contlnue =
o [AUAUIIUEHise Reven . |Cred.. 25.00 383210 HSCE161 =
J Cred.. [~
LIICI0e 1 [ ]
| I | FB7O0 sapgas | INS
AASIS Support Center 5-59

Revised September, 2005

Type in a name for your Account Assignment Template that is
relevant to the process and will be easy to locate.

Click Continue
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Document  Edit  Goto
&
Customer invoice Enter
S Tree off Park &% Hold.. P& Simulate | £3 Click to pOSt invoice. |diting optians
iEE | Transactn | invoice T =
= (1 Screen variants Bal.  0.00  —
RE contracts 05 :
RE objects 05 Basic data k Payment k Details k Tax k Motes
RE settlement 05 CUSHEmER
Standard 1 os| Customer EIQBDB'I aas Sp.GIL Address
Standard 2 05} Invoice date 0402/ 2003 Dept. of Comy
SEndEE 9 05l Posting date {4 /02/ 2003 Bth Street
Slandaby 8] Reference LITTLE ROGK
= 4 Acct assignment templates o oc USA
331JLDTRAI p7| =ress--Lno.
231 TEMPJILD o7| Amount 2500 uso [1 calculate tax
DHSMAGSLE 07| Taxamount =
EDSUPPJLD 05) Paymtterms 30 Days net o
PRI 07) Baseline date [4/02/ 2003 Bank acct
IRISRIT o3 Company code ARK State of Arkansas Little Rock Mot available
SLEEPY o1
SRCHPIGTRL
T The template has been saved and appears on the tree.
[Z3 Held docurnents T
@St... GIL acct Shott text D |Doc.currency arnount |Cost center |[Fund Assighn
w# [4047099000 |Misc Reven..[Cred.. 25 .00 (383210 HSCE1 61 |
Cred.. [~
LIC0e [ <]
| > | FB7O sapgas | INS
AASTS Support Center 5-60

Revised September, 2005

The Template has been saved and appears on the Tree.
Click to post the invoice.
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CUSTOMER INVOICE - USING AN
ACCOUNT ASSIGNMENT MODEL

The following example is using the account assignment template.

An account assignment model will retain the G/L line information. The
customer header data will have to be entered each time.

AASIS Support Center 5-61
Revised September, 2005

61



An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

Document  Edit

Gota

] Environment  Syste Help
Bla @ eEa@ SHE ahLOoan BRI @D
Customer invoice Enter

= Tree off Park &% Hold.. [# Simulate  £2 Change leading company code... | g2 Editing options

EE C I Transactn | invoice = E
= (1 Screen variants Bal o0
RE contracts 054
RE ohjects o Basic data k Payment k Details k Tax k Motes
RE settlernent 051
Standard 1 o5l Customer 998061019 Sp.Gil
Standard 2 05| Invoice date 04/02/2003
Standard 3 0571 Posting date a4/02/2003
[£] Standard 4 064
Reference H
= 4 Acct assignment templates o oo Enter n Customer and
231JLDTRAI ape| “fRESTLLND. .
231 TEMPULD o] Amount uso | Invoice date. Press Enter or
DHSMAGEUB o7if| Taxamount click Details tab.
EDSUPPJILD o5it] Text
IATJLD 077 company code ARK State of Arkansas Lite Rock
REMT 041
SLEEPY 014
SRCHPIGTRL a7 |
TRAIMIMNSTR a7
[Z3 Held docurnents ltems (Mo entry variant selected)
Est... GiL acct Short text D |Doc.currency amount |Cost center ([Fund ASsighn
Cred. =
Cred. =
|| ] | K|
| > [FB70 sapgas | NS
AASIS Support Center 5-62

Revised September, 2005

When you return to transaction FB70 the Tree will appear on the
left of the screen if you did not turn it off. To not have the tree
appear, click Tree off.




An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

Edit

Docurment Goto

Customer invoice Enter

=L Tree off Park | &% Hold.. [Ff Simulate &3 Change leading company code... | g2 Editing options

Tree Cl Transactn Invoice = %
= [ Screen variants Bal aon =
RE contracts 0s K
RE oblects os|  Basidaia | Pamsw——sawlz | | Enter Business area. Select ||
RE settlement 0s
Standard 1 05| Assign. Payment tab. B
Standard 2 05 HeadText Dept. of Law £
Standard 3 050 Bus. area a61@ . Tr.part.BA 791 Unmarke
SiEndeart ¢ DBl Refkey 1 Credittrea LITTLE ROCK
< 3 Acct assignment templates
231JLDTRAI 7| Terkey2 LEA
231 TEMPILD or| Refkey3
[E DHsmMazsUE o7| Plalevel Flan. day
EDSUPPJLD 05} Dunn.area Default dunnin &  Dunn.key Dunn.hlock O
o7 Bank acct
g: Mot available
SRCHPIGTRL o7 |
TRAIMINSTR o7
1 Held docurments lterns (Mo entry variant selected)
=St |GIL acct Short text Dy |Doc.currencv amount |Cost center |Fund Assignn
Cred.. =
Cred.. =
LI I [ <]
| > [FB7O sapgas | INS
AASIS Support Center 5-63

Revised September, 2005
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Document  Edit  Goto

Extras dat = Help
Bla @ eEa@ SHE ahLOoan BRI @D
Customer invoice Enter

= Tree off Park &% Hold.. [# Simulate  £2 Change leading company code... | g2 Editing options

EE 1 Transactn  nvoice T =
= (1 Screen variants Bal.  B.on =
RE contracts 05 : :
RE ohjects 0s Basic data Payment k Details k Tax k Motes
RE settlernent 05 Customer
Standard 1 05| Bline date az2/2003 Prmntterms NT38 30 Days Address
Standard 2 05| Discount Days Dept. of Law
SiEmeen g 05| Disc.hase Davs net 791 Unmarks
SEndEE © 05 Amt to I\ calculated LITTLE ROCK
= 4 Acct assignment templates
231 LDTRAI a7 Fmnt meth. Fmnt th.sup. Fmnt block Free for pavment = LSA
231 TEMPILD o7 || Imaret
DHSMAGSUB n7| Part. bank House bank
EDSUPPJLD 05 ol
LS 07| Reason coe pos[a) Enter Reason code. Bank acet
REMNT o4 X
3 A Mot available
SLEEPY a1 Click Basic data tab.
SRCHPIGTRL a7 |
TRAIMINETR 07
[Z3 Held docurnents lterns (Mo entry variant selected)
=St |GIL acct Short text [m2{e3 |Doc.currency amount [Cost center [Fund Assighn
Cred.. =
Cred.. =
[N | ]} [ <]
| > [FB70 sapgas | NS
AASIS Support Center 5_-64

Revised September, 2005
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Document  Edit  Goto

Extras dat = Help
Bla @ eEa@ SHE ahLOoan BRI @D
Customer invoice Enter

= Tree off Park &% Hold.. [# Simulate  £2 Change leading company code... | g2 Editing options

EE C I Transactn | invoice = =
= (1 Screen variants Bal @.08 =
RE contracts 054 :
RE ohjects o Basic data k Payment k Details k Tax k Motes
RE settlernent 05" Customer
Standard 1 osi| Customer 998061019 Sp.GIL Address
Standard 2 05 Invoice date Q4/02/ 2003 Dept. of Law
SEndEE 9 857 Posting date 04/82/2003 791 Unmark
Slandaby 0571 Reference LITTLE ROC
= 4 Acct assignment templates o oo s
231JLDTRAI ape| “fRESTLLND.
231 TEMPJILD a7 Amount usD [] calculate tax
DHSMAGSUB o7l Taxamount =
EDSUPPJLD 05 Paymtterms 30 Days net |
LD 075 Baseline date 84/02/2003 Bank acct
RS D Caompany code ARK State of Arkansas Little RocH Mot available
SLEEPY 014
SRCHPIGTRL a7 |
TRAIMIMNSTR a7
[Z3 Held docurnents ltems (Mo entry variant selected)
Est... GiL acct Short text D |Doc.currency amount |Cost center ([Fund ASsighn
Cred. =
Cred. =
|| ] [ K|
| > [FB70 sapgas | NS
AASIS Support Center 5-65

Revised September, 2005




' An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

Docurnent  Edit Goto  Esb & Enmyironment

Change company code T RN s - | @
Enter Cus - e ARK
Screen variant 3
ﬂ ﬁ Tree ( Acctassignment templates 3 Select account assignment template Cirl+F7
Tree Selectheld document Cirl+F10 Save Account Assignment Template Cirl+F5
> (1 Screeny  Delete Held Document CHrl+F 11 Delete acct assy template Cirl+FB Bal  0.80 000
= {2 Account = =
1 ic dala h Payment k Details k Tax k Motes |
1 Custarner
11 REMTAL 0s0m04  L| Customner 9928RE1019 [=)sp. Address
29VIC 04/22i04 C| Invoice date B9/29/2004 Refergnce DeGray Lake Resart State Park
SRR 0411904 G| Posting Date 09/23/2004 2027 State Park Entrance Road
Ic 04719004 = Document type Customerinvoice & BISMARCK AR 71929-8194
ALCOHOL 01/13i04 s 10350 no LEA
CHMS 01/05i04 s . —
DOFC frrp— g| Amount Ush [ Calculate tax
DTB TEST ng/24/04 | Taxamount =]
DTBTEST1 09/29i04 C| Text Agency Accounts Receivahle Qls
HUARDDPC S| Paymtten

saned ON the Menu bar, click Edit and select Account
cmEn) assignment template, Select Account Assignment
Template or double click on Account assignment

(3 Held documents

template in the tree.
CTET &=
Cred. @
Cred. @
Cred. @
Cred. @ B
. Cred.@ [~]
[0 L0

[0 — s £ | s [ D BE =
[ b [100 Pl sapens [ IN8

hstart || 1] & Gy [ 7|| Blmbox...| Bykaan..| ol 5p L | @aiert .| [qFEnter.. e5'steE. | @eisapE..| Fjunti., | [EMoo.., J WLl zesPm
SN J-00

Revised September, 2005

There are two ways to access your template.

The quickest and easiest is to double click on the name of your
Account Assignment Template.

Or go to the Menu bar and click Edit > Account Assignment
Template.
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Document  Edit Soto

S Environment
B d H @@ &S EE Shas|EE | @ Dy
Customer invoice Enter

o Tree off Park | &% Hold.. [Ff% Simulate &% Change leading company code... | g2 Editing options

Tree % | Transactn Invoice = %
=2 [ Scraen variants Bal ooon =
RE contracts 051 :
RE objects a5 Basic data k FPayment k Details k Tax k Motes
RE settlerment s CUSHEmET
Standard 1 osil Customer 998861819 Sp.GIL Address
Standard 2 057 Inwoice date 040242003 Dept. of Law
Standard 3 051 Pasting date 04/02/2003 791 Unmark
Etandandiy U8l Reference LITTLE ROG
= {3 Acct assignment templates
21 TR AL N7 Cross-CC no. UsA
. usD [ calculate tax
= &
Days ne - |
- Act azsttemp. Rent] . !
vazi209 Type in the name of the Account
- K State . H .
assignment template, click Continue.
-
]
Z3 Hel ant selected)
Continue || Cancel ort text oI |Doc.currency amount |Gost center [Fund Assign
Cred. =
Cred. [~
L0 [ 0]
| I | FB7O0 sapgas | INS
AASIS Support Center 5-67

Revised September, 2005

To access the Account Assignment template from the Edit, Select
Account Assignment Template path, type in the name of your
Template here and click continue.
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Edit

Diocument Goto Ext Seftings Enwironment

Help

af < Le@a|gﬁﬂﬁ|@@@@|lz|®
Customer invoice Enter \ Click to post

= Tree off Park &% Hold.. P23 Simulate  §%

code... || g7 Editing options

EE C I Transactn | invoice = %
~ [ Screen variants N aE
RE contracts 054 :
RE ohjects o Basic data k Payment k Details k Tax k Motes
RE seftlement 051 Customer
Standard 1 nsr| Customer B98eE1019 [@)zp.0L Address
Standard 2 05 Invoice date Q40272003 Dept. of Law
BEmdent & 857 Posting date 04/82/2003 791 Unmark
Standard 4 061 moterence LTTLE BEE
= 4 Acct assignment templates o oo UER
231JLDTRAI ape| “fRESTLLND.
231 TEMPJILD a7 Amount 25.80 usD [ calculate tax
DHSMAGSUB o7l Taxamount =
EDSUPPJLD 05 Paymtterms 30 Days net Fia |
IATILD 07r
RENT o4 | All of the G/L information defaulted to current invoice
] SLEEFY o140 .
SRCHPIGTRL oref | from the Account Assignment Template.
TRAIMIMNSTR a7
[Z3 Held docurnents ltems (Mo entry variant selected)
=St |GIL acct Short text D |Doc.currency amount |Cost center ([Fund ASsighn
w# [4047099000 |Misc Reven .[Cred . 25.00 (383210 HSCET 01 =
Cred. =
|| En]m] [ (K]
| i> [FB70 el sapnas | INS
AASIS Support Center 5-68

Revised September, 2005

When the account information defaults, changes may be made to
the amounts and the cost centers, if desired. However, remember
the debits and credits must balance.

Click to post the document.
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RECURRING ENTRIES

Recurring accounts receivable entries are
business transactions that are repeated regularly
with the exact same posting information.
Recurring entries can be defined for G/L accounts,
customers, or vendors. The following data
remains unchanged in recurring entries.

. Posting keys

. Account
. Line item amounts
AASIS Support Center 5-69

Revised September, 2005
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ENTER RECURRING ENTRY — FBD1

Transaction FBD1 is used to record data into a
recurring document. The recurring entry posting
program uses this document as a basis for creating
accounting documents. The recurring document
specifies exactly when the system should carry out a
posting using the data contained in it.

AASIS Support Center 5-70
Revised September, 2005
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Document Edit Goto  Extras  Settings Environment  Systerm Help

& afia B Ga @ O E (S0 a8 EE @

Enter Recurring Entry: Header Data

GiL itemn fast entry | | Post with reference

Company code ARE
Resurring entry run Upon completion of fields, press enter.
Firstrun on o50103
Lastrun on o40104
Interval in months a1
Run date

Run schedule
[1 Transfer amounts in lacal currency Copy texts

[] Transfertax amounts in local currency

Document header information
Document type DR Currencyfrate uso
Reference Recurring entry Translation dte 0471572003

Document header text Testo2
Trading part.BA

Firstline itern
[Pst ]| o1 faccount] assestot2 [@).eL Trans type

| L | FED1 sapgas | INS

AASIS Support Center 5-71
Revised September, 2005

Enter the following”
* First run on — the first posting date for the recurring document.
 Last run on — the last posting date for the recurring entry

* Interval in months — the interval can be monthly, every 2 months,
3 months, etc.

* Run date — the day of the month to be the posting date may be
specified. If the run date is left blank the system will default to the
date entered in the “First Run On” field.

* BE SURE to select the “Copy texts” box.
* Document type — DR

» Reference and Doc header text — optional
* PstKy — 01 (Invoice)

» Account — Customer account number
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Document Edit Goto  Extras  Settings Environment  Systerm Help

& afa B Ca@ D HE S0 a8 EE @D

Enter Recurring Entry: Add Customer itemn

2 E B T =& More data || Actassgnmtmodel.. | GiL itermn fast entry | Tax armounts

Custarmer 998a61012 Dept. of Basic Education Gilace 11400010860
Company code  ARE 701 9th Street
State of Arkansas SOUTH SIDE

Itern 11 Invoice (01 |
Amaunt I EBB.BBI ushr

Tax amount Upon completion of fields, press enter.
[ | Calculate tax Tax code

Bus. area Dunning area

FPaytterms MT38 Daysipercent 30 ! !

Bline date 04:18/2003 Disc. amaount

Disc. base Invoice ref. ! !

Prmnt black Prmnt method Frmnt meth.supl.

Payment ref.
Assignment

©

Mext line itern
IF'StK\y' EBIAccountI 40480085000 @.GIL

| L | FED1 sapgas | INS

AASIS Support Center 5-72
Revised September, 2005

Enter:

* Amount —monthly (periodic) invoice amount
* Bus. Area — your business area

* PstKy — 50 (Credit entry)

* Account — revenue G/L account number

NOTE: DO NOT ENTER TEXT ON TEXT LINE ON THIS
SCREEN (CUSTOMER). TEXT WILL BE ENTERED ON TEXT
FIELD ON G/L SCREEN.
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=R N W s N 3 N b [ N L

Enter Recurring Entry: Add G/ account item
| J) hMare data ||Act assgnmt model... || GiL itermn fast entry | | Tax amounts |

_4848995889

Itermn 2 f Credit entry L300

Amount I EDB.BBI

Tax code . -

Jurisdict. code 0411903201 [ wwio cash d Upon Comp|etI0n Of flelds’ preSS enter'
Cost center Business area

Fund Qrder

WBS element

TF Fund

Trading part.BA

Assignment

Text Manthly rental far office furniture | e

Mextline itermn
Account

[> | FBD1 el sapgas | INS
S

AASIS Support Center 5-73
Revised September, 2005

Enter:
* Amount — enter the monthly amount again
» Cost center

» Text — enter desired text — NOTE: Text must be entered through
the Long text button as on Customer Invoice (see slides 19-22)
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| 0 aliBe@e DHE anon AR @@

Enter Recurring Entry: Correct G/ account itermn

J) Maore data ||Act assgnmt model.. | | GiL itemn fast entry | | Tax amounts |

4048005000
Itern 2 ¥ Credit entry £ 50
Armount Boo. oo UsD

Click the overview icon.

Tax code

Jurisdict. code [] wwio cash disc.

Caost centar 38321 Business area ag10
Fund HSCE1 81 Order

WBS element

TP Fund

Trading part.BA
(B

Assighment
Text Manthly rental far office furniture it

Mext line iterm
Account

[ | FED1 Ml sapgas
S

AASIS Support Center 5-74
Revised September, 2005
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R e 5 N g 2 N R

Click to save.
_84.-'1 B/2003
_84.-'15."2883 Iﬂ Em
Ilﬂ“ﬁmﬂ_ -2I3I33 _84.-'1 52003

Items in document currency

PK  Bush fcct Tax amnt
AE1 81 0610 O998061012 Dept. of Basic Educ 500, a0 £
AE2 50 0610 4048085008 Equipment Rent 500. 6O -

0 500,00 C 500.00 2 Line items

Other line iterm
Psthldy | @count Sp.GIL Trans.type

[* | FBD1 P sapgas

AASIS Support Center 5-75
Revised September, 2005

All entries must be in balance.
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Document  Edit  Goto Extras

Setting=s  Environment System Help

afi< Co@ CHE ODOD FEE @Dy
Enter Recurring Entry: Header Data

GiL itermn fast entry | Postwith reference

Company code ARK @

Recurring entry run
First run on

HE

Last run on
Interval in months
Run date

Run schedule

[] Transfer amounts in local currency [ Copytexts
[] Transfertax amounts in local currency

Document header information
Document type [

Currencyirate ush
Reference Translation dte o4 /152003
Document header text
Trading part BA / Document number will be displayed.
y 4
First line iterm
Fatkdy Account Sp.GIL Trans.type

|@ Document 9100000002 was stared in company code ARK

AASIS Support Center 5-76
Revised September, 2005

I | FED1 sapgas | NS

The document number will be displayed at the bottom of the
screen.

NOTE: This is NOT a posted document. The entry is not posted
until the recurring entry program is executed each month by the
AASIS Support Center. Upon completion of the postings, a system
message is sent out stating that recurring entries have been run.
User may then print customer invoices, transaction ZINVC.

All recurring entries are to be submitted to DFA Office of
Accounting for approval prior to the first posting date. All

changes and/or deletions of recurring entries will be done by
DFA Office of Accouting.
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RECURRING DOCUMENT
TRANSACTIONS

The following are additional transactions for recurring
documents:
« FBD3 — Display Recurring Document —
allows you to display recurring documents.
* FBD4 — Recurring Document Changes —
allows you to view any changes made to
recurring documents.

AASIS Support Center 5-77
Revised September, 2005

77



